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ABSTRACT 

This booklet provides an introduction for people 
working in organizations concerned with housing and homelessness 
about basic skills. It provides background on the link between poor 
basic skills and poor housing and information about ways in which 
people use basic skills in their daily lives. Two reasons for housing 
organizations to be involved with basic skills are set forth: a 
person's competence with basic skills has a direct bearing on the way 
he or she is able to use housing organizations and agencies and 
improving the basic skills of staff working in housing organizations 
will improve the effectiveness of the organization. The next section 
discusses what housing organizations can do and describes three 
approaches: contracting, buying in, and integrating, Britain's Adult 
Literacy and Basic Skills Unit (ALBSU) Standards for basic skills are 
discussed. The following ways in which the ALBSU can help the housing 
organization are then described: advice and consultancy, development 
projects, staff training, and material. An appendix outlines steps to 
ensure that written communications are easy to understand. These 
elements of design are addressed: white space, leading, typeface, 
type size, upper and lower case, i 1 lus t rat i ons /overpr int ing , page 
layout/page breaks, and paper choice/color. These elements of 
readability are then discussed: sentence length and choice of 
words/repetition. The ALBSU Standards Maps at the end of the booklet 
illustrate the communication skill and numeracy standards and what 
each element means. (YLB) 



y r y f j t 5 » f ^ y c £ Vc it it it it it it it it it it it A it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it 

* Reproductions supplied by EDRS are the best that can be made 

* from the original document. 

it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it * it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it it 



ERIC 



© The Adult Literacy and Basic Skills Unit 
"Ah floor Commonwealth House I 19 New Oxford Street k'lidnn VVCIA INU 

All rights reserved No part of this publication may be photocopied 
recorded or otherwise reproduced stored in a retrieval system or 
transmitted in any form or by any electronic or mechanical mean*: 
without the prior permission of the copynuht owner 

ISBN I 85990 002 X 

Design Studio 21 

Published March 1994 



INTRODUCTION 

PAGE THREE 



BACKGROUND 

PAGE FOUR 



THE BASIC SKILLS YOU NEED 

PAGE FIVE 



BASIC SKILLS AND HOUSING ORGANISATIONS 

PAGE SEVEN 



WHAT HOUSING ORGANISATIONS CAN DO 

PAGE NINE 



Contracting 
PAGE TEN 



Buying In 
PAGE TEN 



Integrating Basic Skills Training 
PAGE TWELVE 

THE ALBSU BASIC SKILLS STANDARDS 

PAGE THIRTEEN 



HOW WE CAN HELP YOU 

PAGE FOURTEEN . 



Advice and Consultancy 
PAGE FOURTEEN 



Development Projects 
PAGE FIFTEEN 



Staff Training 
PAGE FIFTEEN 



Material 
PAGE FIFTEEN 



ANNEX: MAKING READING EASIER 

PAGE SIXTEEN 



Design 
PAGE SIXTEEN 



Readability 
PAGE SEVENTEEN 



ALBSU: THE BASIC SKILLS UNIT 

PAGE NINETEEN 



er|c 



A 



INTRODUCTION 




THIS short booklet is intended to provide an 
urr< * taction \x \ « -opi*- 3 w- -rkm; i ;n 
ornanisdtions concerned with hciisina and 
harietesssness ab -ut Ui. -.i: skills We knew you ve 
ict piomv t'-'dc '.us: di-dlmo with findina hemes ior 
j eopk- «»r.d d* -tilin.i with rv»iu:in- 1 issues h. v»vv»'-r 
we »lunk thai a persons cempetence with basic 
skills :-uch *is understanding .md speakina 
Enohsh readm i wrmna and basic maths has a 
ur.-" s •■ i\:v. : :s 'h-- w iv *h*-v st:':- ' ■ <i:v 
h\ usuu jr-janisoiiuns -md .1 k-ucies We also 
Ivlieve 'hat improving the t; tsic skills ~* .-*.tafl 



■.vorkma m heusm< i otaumsauons will improve the 
■ 'sler".;»-ni ^', ■ 1 'hi* ■ r* Mms.i:u n 

This Lcekle: shuuld be ■ I mtei-s: people in 

• Ijocal Authority Housing Departments 

• Housing Action Trusts 

• Housing Associations and Cooperatives 

• Housing Advice Centres 

• Organisations working with Homeless People. 





Tskl h '"* 5eIWeen ™ bas 1C 

PC °J h ° USlna Pe ° ple *"o have 
suffer f S W " h baS,CSk,lls are m ^ "kely to 

a .w d eC ° me ""employed w,H or 

*^nn Kt d r ° Wn h ° mes 

l l * de P<-n<Jem on benefits 

By basic skills we rnean 



Enghsh and use mathematics a, Tfeve" 

necessary to function at work an n ■ 

in general'. on at Wo1 * and m society 



""teracy or innumeracy m the Hie r 
S ^e main reason why peop, e find basic 




skills difficult is because the lev*. „,h 

aood bas,c skills ha. LT demand fo ' 

«P.dly r,f ty year T"™ 5 '° C " a »3* 

^,oodenouohf;r\her2;oClr ,,ke,y;C 

~i,t:,. s r f r v w,,h «— » « 

ana basic maths d , ', ^ SP<? ' ,mq w "'»^ 

h^e problems w„h shI,™ " WhV ' hey 
granted ' S ' r,0st peo P |e tee for 

Some 

• had physical problems surh a 
^agnose dh ear.n~ t Is P s° 0rSPeeCh0r 

* were ,ust not very well taught 
•do no. have English as meir 
pother tongue and were not 
educated in the UK 

•lave, ust found that their level 
of competence has been 
overtaken by the require- 

I 8 "' 5 ° f a modern, 
industrialised society. 

J aVH p,ol *«« »•'«■ bas,c skill, 
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THE BASIC SKILLS YOU NEED 



A; 

jr IMI 

11 ;vhi 



::i:^ini,iii n :L» .11 ilc 

f1 '.'.'hiCh Wi- nil <ISe t.V.SlC .*hUs ill 

7 iivnp VW .i.<red Ciil.lp :■■ 3 1 1 ad 
7h .*o:iv:in-s ib.inn ba?i * irilis .1 
-ntatr.v* s.impU- »1 p^vf-i^ had 
tke n i:» "lie pr^vi -'.is SfWn *vivs 




• More than four in five had paid by handing over 
the exact money in cash or checked change 
given in a shop. 

• Three quarters had used a dictionary, 
encyclopaedia or telephone directory and the 
same number had filled out a form such as a 
paying-in slip, or withdrawal slip in a building 
society, bank or written out a cheque. 

• Almost seven in ten had read a short 
advertisement and looked up or got information 
from a book or articles from newspapers, 
magazines or read signs such as safety signs, 
detailed warnings, food packaging and 
preparation. 

• More than half had written out a shopping list or 
other type of list or read through a short recipe 
or similar set of instructions or read a short note 
or letter from a friend, family member or other 
person. 



V. » s'sih.'NUUVH i°search "u* nests 'hz\ a 
. MinlKMiit number 01 people struggle wnn these 
basic skills skills many of us take for granted For 
instance 

• on average only 4 in 100 of the people assessed 
could not answer a question about a simple 
advert for a concert 

• almost 1 in 10 found it difficult to understand 
inlormation on a map 

• almost 1 in 3 could not answer a question about 
hypothermia from an A4 sheet 

• almost 2 in 3 could not answer a question about 
a complex, but short, literary passage 

• 15% could not calculate the change from £20 if 
they had spent £17.89 



• almost 1 in 3 could not add together 
£1.40, £3.86, £7,15 and 79 pence 

* 2 out of 3 people could not work out the area of 
a shape, even when the formula was given 

• 1 in 5 could not work out 10% of £4,900. 
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Taken <is a whole this assessment of competence 
reveals that a minority cf people have very serious 
problems with literacy and that a laraer number 
iiei-d some .aipport t-.i improve 'heir level of 
Amipt tonco lor ihe demands M the modern 
wot Id A substantial number of those assessed had 
serious difficulties with numeracv including the 
bur rules However problems with numeracy 
vud to he less ot a positive disadvantage than 
problems with literacy 




hi^arcn -.ices not suaciest a swnmcant 
inference between people o( different 
: -\q .ur.ups except that elderlv 
; eoplt? , 1'iod Vv-er 70 j perform considerably 
.verse on weraae than other people. This could 
: .. Tim t.-N tho effect "1 aue although there is no 
■.vav 'M knowmo whether this qroup performed 
: .- iter Vvhen tru-y were vounoer ei because they 
* l» A ss used te hema .assessed than younaer 



!:" 'his research is a nooa indicator of the 
s ^rt^rnunce • adults as a whole in the UK (ana 
■ -.>-n ;i Jh« i-iuerly aie excluded) about 1 in :> 

•riults (approximately 7 5 million people) have 
verv reji difficulties with functional literacy and 
numeracy While it is reassunna that few people 

-.re illiterate 3 • r innuincrate in the sense that they 
..:annot understand Enulish. read or use basic 
maths at all. too many people can only operate at 

• very lew level 

As we have said there is a clear link between poor 
basic skills and disadvantage. Research indicates 



that people reportinq basic skills problems 
are. on averaae. hvina in more crowded 
conditions than others and a higher pro- 
portion of people with basic skills problems live in 
council housing or share with relatives. There is 
also a serious mternenerational effect of poor 
basic skills Parents who have trouble with 
readmci and wnnna are more likely to have 
children who have problems with reading and 
writina Recent research indicates ihat 

• more than 7 in 10 children from families where 
parents had reading problems and who were in 
the lowest income group, were in the lowest 
reading score group. 

• over half the children in families where parents 
had reading problems and who had no school 
qualifications, were in the lowest reading score 
group. 

• 6 in 10 of children in the lowest reading 
attainment group at age 10 had parents with low 
literacy scores; only 2% had parents with high 
literacy scores. 







BASIC SKILLS AND HOUSING ORGANISATIONS 
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THERE ire two main issues for housing 
jraanisations - client help and advice and 
staff performance Housing organisations 
: nd aaencies -.ire aware increasmaly of the need 
*: improve communication with clients They also 
want to increase the skills and expertise of staff, in 
-ner to make the best service available Many of 
•he tasks which involve understanding and 
.^peakina EnaSish readina and writing and maths 
i :\\ ::\ premium wnen rievutiui v>rh «:<v 
:crmal or official situation Tasks such as 

f listening to, understanding and following oral 
instructions 

• reading signs and symbols 

• reading leaflets and information 

• making and keeping appointments 

• filling in forms 

• undertanding rights and responsibilities. 

Problems with basic skills may mean that people 
i: not net to know about or make use of services 
available Or they may just end up confused and 
uncertain They may appear reluctant to take 
advice and unwilling to take in essential 
information 

About 166 40C people work in housing related 
jrganisaticns and agencies in Great Britain Many 
have essenMal ]obs which have often been 
considered as low skilled But like much of British 
industry work is changing and unskilled and very 
low skilled jobs are disappearing rapidly 
Increasingly people need good basic skills at 
work not just because of the immediate needs of a 
particular job but because of the changing world 
of work Only about 1 in 10 lower and middle level 
jobs does not require any communication skills 
and more than half of these jobs require some 
competence in basic maths It's no wonder that 
people with poor basic skills are very much over 
represented in the unemployment statistics and 
that they make up a substantial propoition ot the 
lonq-term unemployed in the UK One startlinu 
statistic reveals much about this disadvantage If 
you are unemployed and have poor basic skills, on 
average, you are likely to be without a job for five 
times as lonq as other unemployed people- 



Current initiatives increase tenant participation 
nnd establish Icca. management of estates are 
likely to exclude residents with poor basic skills. 
Organisations wt rkma wuh homeless people 
have increasmaly recccjmsed »he barriers that 
poor basic skills can cre«ie for clients, as they try 
to move 'r^T. me streets into rented 
accommodation. 

*.X,od basic zr.U: :.— .-cu-d - ' ueNoim a wide 
range of activities saielv and effectively at work 
inciud'.na 

• learning to do the job's main tasks 

• doing the job's main tasks 

• undertaking the more responsible aspects of 
the job 

• being eligible for promotion to the next grade/ 
level 

• understanding workplace procedures 

• understand health and safety requirements 

• communicating with colleagues 

• communicating with customers. 

Basic skills have become more important in the 
workplace in the last five vears because of. 

• technological change in production jystems 

• technological change in communication and 
information systems 

• change in work organisaUon 

• health and safety regulations 

• production quality 
standards. 





:•• :\ir" : 'li- 1 u< u: .11 . : v; !. : :. >. t ■■■ !. rapid 
: t, j* * I h< imr •!■: :. ! !"::•■ ri'ihi 1 

:V Tie J; -.MilUf ■ 'I r :V- ! -r.l'-a .:--Jl'^T til*" 

:il:.l:::iimf ni 4 Housing A -:t. Tm;:;:.' a.d th- 
rma'.u.n I ivu:>irvj ■..*> canons ana 

:r.i!!v s hi .r.jrr-ast? in '. r::— ]■ -: - :"iv-sk iisd ili" 
:::icul:v ::. :iiv i pi- •■ 'r/sn : ' maW- 
i .ill . I 'in:: -n ,!]■;•■ :: :.: :v=:. i-d th- 
»- : : t vi Mn.MKns i t « ■ i 
; .■'- :!, r I -n:; ':. 

■ .V V- ■ :»:*.: : • Is-.l ill' 



:. J t J tin:- if. 



a:i p<-normed a 
• 3 ti>-in now 



■UUCt J .l 



iVi.u r ■ mprt-h'-asiv" *r i pi - iramines 



•:,.:! .-r/vrnp.iis th<: i ill .''ill n«.-l iusi 

::.in.u«*is H v:c?vc-i ! r :■- m<- j -ople the- 
i~mands ■ : the- course <n terms i literacy 
rurneracy '"r ianouau**. «av i' >o area* Manv are 
jarred Iran 1 '**commu involvr-a ir. trainma 
i- ri.is^ : r--or i-usic *' ,lls "* n t;avM -i 
m fund ■ n ;:iitianws .*ach as the 

.:.-r ■■Juctu.n : National Vocational Caalificanons 
::\'(>j: It -me-nrm* : hum ihai it i :-wpr levels 
: NVO bas;cshilsar>> :kM n«-"d»u >.-nhe accent 
:.- practical ■U*mon::tran^n \\< wf/pr basic 
/hite underpin almost ail "ducati<»n aid traimna 
.jo : : rnr:ilarlv iravitant ::>. pr^viriin : 
f .utssicn ; r .<mii ' :>i jikm !■ v-i ivbs .,ik; 
ri.iiinctiticns 
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HOW far you want to iel involved in basic 
skills depends :>n vrur :vpe N ?rcwnisati?:i 
,U would be sillv \:x many heusinu 
. raarusations tor instance ' :rv ic setupteacmna 
programmes to help people improve basic skills 
hut every organisation can uo som^thma 

The tirst important step is to make sure that what s 
communicated is ible \? be understood bv 
. ...rv is- M:Mi : «li.st." -vi'.-« 5= : 1 ■" 
.*> \» i iv written that its incomprehensible i. 
many J •■ < Vl« J Y*l i lev; sum-i- rales cm help v, u 
?;ruo in i w iv tlvit n; ikes *-.*s>*i i.*r people '■ 
■mderstaivi 

Its risible to hmko it .msm m people to ro id 
written inlornwtion :f you nke care m how it is 
wiitten dt?sianed and printed The use ot white 
space aiHeiLMH typtrtacvs ,a,0 sizes illustrations 
paoe layout and the Jioice of paper are all 
important You can also make someihinq simpler 
io read bv ensurinn that the readmo level is oasv 
! i most people Readability is a complex -.ss-i-- 
m d we are not eritireiv sure what factors make 
.umethino easier to road and wtiat makes it 
harder Much depends on whether it s interesting 
md whether you want to read it Even people with 
vorv limited readtna skills can make sense oi 
somethma that thev really want to read even when 
technically its at too hiuh a level On the otner 
hand somethina v-rv dull will tax most of us 

inueneral however sentence lenoth the choice 
. tworas repetition ana avudma icurnalese will 
help make something easier to read You can 
-heck the readability ot material and there are a 
number ol tests which nive you an idea ot how 
hard so methmo ss to read In the Annex Mjkma 
Keadina ^sier we have nven some ueneral 
hints and an example of a readability test 



If you want to jo .i siod further you might refer 
people who nave problems with basic skills to 
someone in the area who can help This is a 
sensitive and sometime, difficult task and its no 
icod relet niui someone who is half-hearted or 
leluctant Some people are quite content to get by 
with poor skills and a tew people will openly boast 
•hat they can t read ana write too well' Learning is 
■lifceall enouuh even ki the hiohly motivated, it s 
•Vvlv w to v.-iv :iu:-tiaiiiVJ t* _ r i\\ concerned if 
/omeone is not really motivated Referring 
.^meone for help with basic skills is likely to be a 
:.urlv passive process 

:i.ivin-ui.: inin: :. r.'iiUUf n m advice centre 
' noticeb-aru ana Jisplu posters may be all 
vou need to d,- plus havino the name of a local 
.-ontact available if someone asks We produce a 
number ot p-st^s teatutino health which were 
happy to send free of charae You may also find 
that a local college ot further education or adult 
education centre has iniormation about 
>pportunities lor people to improve basic skills 
.md teachtnu is almost always free If not. the local 
library oi aovice and outdance centre should be 
able to help If you have any difficulty finding out 
about help available with basic skills telephone or 
fax us at ALBSU (Tel 071- 405 4017. Fax 071 404 
5038) There is also a free National Telephone 
Helpline The telephone number is 0800 700 987 

If you employ d reasonable number of staff you 
mtuht want to consider what you can do to help 
vjur workforce improve their basic skills The 
approach you use depends on a number of factors, 
sncludino the number of people who work with 
vou who miaht benefit from basic skills training, 
the structure ■»! your oraanisation and the 
resources you have available, including the 
amount of money available for the training of staff 
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• Contracting 

■ -mpl" %'«-■» ■:■ 
I rourarnnu- 
-» - 1 *i • r » ■ 



"t an* 



• Buying In inn sir. : 
?he local hasieskii.sprosuamnie 
specifically ; i o " :mpr v 
•.-liipluyees 

• Integrating ■ noiudmo basic 
!h'» training y- -u ilieadv ; ov 
working 'oi Hu • ■ • mpany 



rin-si- i.-r. 
v- th-m !' 
-kill:- 

IMV- SM UT. 



.sir -k: 
.■ihiar.i 



i-'-rn-ip:; ir. 
to mn *i course 
i isio skills : r 



Skill: 



naming s:. 
[or people 



Whichever approach you en-;- >s- i: s important :o 
■ >nsure that some inr.Ml assessment and screening 
is included Its not worth spending .* lot of time 
ind ^nerny in providing training to help statf 
improve basic skills '.hev in* \\r« »d it We have 
developed a lairiv sun pi'- approach to initial 
scroeiuna whicn '.in be : vd with gioups . ; 
'•mployeos and takes nly ibxr «!0 minutes 'c 
• mpl« ■ ii^l- i.;'. 7:11s;- -•-.-!:!:. j T si'-.n: - 
photocopied and is simple •»■ administer 

Mure detailed issossmont • t" 'he need : 
<>mpk vi'cs needs : Lit hick- turn- and is a little 
more complex Cer 1 iinly vu will need to involve 
someone who hits hud senne •rauiiiv i m basic skills 
to assess staff in mere- detail and much of this will 
have mho undertaken individually 
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Contracting 



II you are a fairly small oruanisation with relatively 
;»>w stall. <>nly one or two of whom have any 
Iifhcuiues with basic skills, it's probably not worth 
r lamsino specific haste skills tratnina courses. 
Iheie ast wont be enouqh people to attend a 
• .urse and it will be expensive to provide tratnina 
:u this wav 

Y> u mi> iht want v ■ encourage the staif concerned 
•• improve their basic skills, however, either 
privately durma their own time or by releasina 
"i- -in u in wrr ! i « i*w hours i week c i \vu 
might use a mix ot these with person aivina some 
•mi'- winch y u in. itch Ut yc-u might help by 
living occasional study leave, oi by payina any 
■ y[r. mvoV.'d such as the cost of books or by 
helping pi-.vidi- i quiet space tor study at work 
You nuahi do no more than ensure that improving 
oasic skills is seen as valuable and not a matter for 
.i-aisK-n While encout doing someone to improve 
their basic skills during their own time is helpful, 
studyma after work istirma and people need to be 
v'uv motivated 1'urthermore. it's difficult to 
suggest that whats leamt is related to work if 
li-ai mi r i ; li -ponds » nhrely the individual 



Buying In 



l! you have a number of staff who would 
ippreciate and benefit from some basic skills 
training it miqht be worth putting on a specific 
" iirs" r '''-urs^s You probably need 810 
people to make a specific course worthwhile. 
Remember thouah we are concerned with quite a 
.vide ranae of skills, not just simple reading and 
writing and simple maths 

11 you want to arrange a basic skills trainmc 
course it might be useful to hire a specialist 
trainer Or you miaht ask the local basic skills 
programme to organise and run a course for you. 
Whatevi >r you do you need to make sure that the 
course is tailored to the needs of both your 
organisation and the people who work in it 

You dso need to decide whether the course will 
be h< I- ' during work time, m the staffs" own time or 



1 



t-r 



a mix of these We believe thai its essential for 
iraminu includina basic chlls tiamiru. to be seen 
.i part ot the iob not as something extra for people 
i,.' take i Kii t in at the end ct the dav in their own 
time 



Sometimes however the problems of replacing 
staff whc are on n irnmm-J course are complex and 
not easy to solve It s hardly fair to ask someone i ■< 
■Jo the work of two people because someone else 
is on a trainina course Nor is it likely to make the 
workforce sympathetic Yet bnncnng in someone 
additional to replace someone takina training may 
not be possible 




v» -r • m- ■ I i H« ni : 
:»-pl if* -f n* -1*1 :.v r jaiiisin : 
: isir . kills 'ninnv.i ■ urses inside normal 
.wrnn i ti«rur.-; rv.it pavinci those i>n tht - oourse th»- 
:. rni »l li :nlv i i ! - I 1 * : i* - :i 'ins ih»-v attend 'in:, 
-us • m»* i iv.jMi » j* s paitieularlv *vhort ■ 
i-phio-iiu-nt i v.»iv i»m1 ptf I.Umii ',th«-is in 
•: an.:. : in i >-":;- * u r.\\\v Wh i!< -v- -i v u i n :.■ 

mp> r iii! i ::. ih ■ sun- *.ri it tlu- r ursc tuns wh* 
; f.j.- i|.- !■.:'■ Ill* -J 

;■ ■; 'i j. ■■■!;•■ • Mh. i m in «■*>■.!' -m.il specialist 
■• ,,r.«-i i :i:i- « i '-a! tasic skiils pi .aiianim*, :< 
ijar.iso ic .mv v u n« »-d to bi-oottain that tiu-y 
r. »v raai:::^ m. ns.it id K<poitiS'.' Y aish'-uki 

• find out what experience they have had of 
organising work related basic skills training 

• ask for a specimen curriculum and make sure it 
relates to the organisation and the staff needs 
and requirements 

• ask how they will assess staff and measure 
progress 

• find out if staff going on the course can get any 
qualification or record of achievement 

• make sure that the people teaching have a 
recognised qualification in teaching basic skills 
to adults, such as the City & Guilds Initial 
Certificate (9282/3/4) or Certificate (9285) 

• find out if the basic skills programme has the 
ALBSU Quality Mark (awarded to programmes 

which meet a minimum standard of 
performance) 

• make sure that the costs 
are reasonable. 



Integrating Basic Skills Training 




One wi the problems el 
tends to b« j one-olf 
pr-oplt- who >vi "ii " 
tif-rVIIIf \: ix\ ■. I the 
Kwnuscition LVarinn ti 
i ?ry u mi- ■■ uaio ba:\ 
.:m!i* ti«ti!im<i r uher Ti 
This h.is many aavara 
wani ;«< improve thou : 
-pontic trainino cours 
■!:i.v ■.":«.!! b* 1 prt-1 
■hat , I asio skills :. : 
!« -,idmo ana wniin.s r 
•■ 'Mipk-x *mtnunicv: 
!:ii»»ji it li i 3 Line A':.'.. 
iM.niiM.j'i- 'ii ti iiniii : ::. 
isolated from - *ihvr 
i-'n, twli toe and skill:*. 
■ st i-H.^tiv- 



buvina traminq in is that it 
!«s usually effective for 
urs» j s I ut t-.ten doesnt 
•r \m\u ; strato-r/ of the 
::i mind you rruaht want 
.-•kiil;- *i jintini into other 
haw separate oourses 
:es »niiih» people won t 
isu: skills by ooina on a 
because they feel that 
' '!h< r i -t < pi* - may feel 
;:■ ::ly iLout simple 
i im ] up n 'i about mote 
:' ( ir.'a numerical skills 
•j ::r,iii j intu all relevant 
::i r. t usr: : .kills is not 
.::jpi,itani information. 
: s >lu.' st certainly more 1 



Initially you iniuht w.m! ' . carry ut an audit of the 
basic skills iMiiuuor.:-:.:.; » I i solution of jobs 
You ran use the ALBSU Standards Maps inside the 
back revel ot this Lx rV.-t u help analyse what 
basic skills are required in different pbs Jnd 
processes (see below for mote about the ALBSU 
Basic Skills Standards; Y- u will also need to have 

\ look at what basic skills are needed in new 
processes you iniciht t<-> :isideri!vi introducing 

uid nnk- sure «h.a th 4 :.— uo t-iV-^n .account of in 
trainmo 

Includiiiu basic .-.kills 'i .: in Uier oraamsation 
trainmu is not always ^a?v Much depends on the 
individual i^bs in rjanisation and the 

processes involved . c vou nuulit want to hire a 
specialist in basic skills help If you do hire a 
specialist you should ask the sam* questions 
outlined on this pa»?e FJ /en if you decide to hire a 
specialist in the first instance you also need to 
make a key pers* n i:i the organisation 
responsible for basic skills You rnioht consider 
:;<<ndmo thoni on a specific trairuno course, such 
as the Initial Certificate City and Guilds 9282/3/4^ 
Or y«)u might want to c: nsiaer a similar accredited 
course for key staff such -is supervisors or trainers 
Wp make < u ants available (or this type of traininq 
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THE ALBSU BASIC SKILLS STANDARDS 




IN >':.'• lost :»-w years we have developed a set 
. ; inuarnr. t^r basic skiils These StaiiaaiUs 
u*->:cribe hew and to what level people need lo 
.utr j.mniunicatioii .ma numerical skills when 
jcina particular tasks The Standards use four 
'..jrve::*. r readina writing speakina and listening 
Truncation Level Level 1. Level 2 and Level 3) 
;>nd tnree leveis for numeracy (Foundation Level 
1-vel ! ind Level 2^ 



7/p h 


r;e mapped these 


Standards to the core 


.■h : ls 


•i<--ments o* GNV 


Qs (General National 


V'-Ci: 


:.nal Qualifications) 


and Jo the Enolish and 


Math: 


National Curncuiun 


, Many of the Standards 




k»*v "lenient: 


x, NVcj.: National 




;.;ia! Qualifications! 




ALBSU 


National 


GNVQ 


Standards 


Curriculum 


Core Skills 


Cbrrunuiucafion 


English 


Commtmicafi'ori SAi/Zs 


Foundation 


Level 2-3 




Level 1 


L-vel4-5 


Level 1 j 


Level 2 


Level 6 


Level 2 j 


Level 3 


Level 8 


Level 3 

i 


1 


Numeracy 


Mafiie/nafics 


Numeracy Skills 


Foundation 


Level 3 


i 


Level 1 


Level 4-5 


Level 1 1 


Level 2 


Level 6 


Level 2 
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There are a number of qualifications which work- 
to these Standards For instance. City & Guilds 
• -l>r <i Certificate in Communication Skills (3793 • 
called Wordpower' for short) and a Certificate in 
Numeracy (3794 • called Numberpower) The 
London Chamber of Commerce offer similar 
qualifications based on the ALBSU Standards 



What do the Standards mean m Practice? 



It's fine having Standards but you need to know 
wha! they m<?an in practice Its not possible to 
describe them all but f: me examples should help 
For instance. at Foundation Level in 
Communication Skills v--j need to be able to read 
fairly simple material iuch as a leaflet or simple 
instructions for a piece of equipment, like a fire 
■v:uvrji:i!u.r At L-..-V-. : ::j n<.-ed lo be able iv 
r«-.-ad more c^mp.ex material and select 
inter mat ion for a ?c-r:'':c purpose such as a 
benefit f}rm 

At F ■ jr'id.it I'm: | . ■.■ : . hr iid b» ■ able to write a 
short note At l.evei : more demandma and 
complex You shouid be able to wr.te somethinq 
several paraaraphs .;na such as an accident 
iep-jr: 

At Foundation Levei :r. Numeracy you should be 
able deal with money such as being able to pay 
for something and cr.erk your chanqe At Level 2 
you need to be able to interpret and present 
numerical and graprucai intormation. such as sales 
figures or accident levels 

The ALBSU Standards Maps at the end of this 
booklet illustrate the Standards and what each 
element means 



What Levels of Ba^ic Skills are Needed for Work' 
and Everyday Life 0 



Research suggests that most jobs require some 
competence in basic skills Almost every job 
requires reading ana ?ral communication skills 
The average requirement for reading and writing 
skills is at Level 1 of the ALBSU Standards The 
requirement for oral communication skills is 
sliahtly higher On average, numeracy skills are 
required to about Foundation Level of the 
Standards 

Averaoes do not give us the whole picture 
howwr F»)r instance there is a considerable 
variation in the level .1 basic skills required for 
different occupations Readina. writing and oral 
communication skills hp much more important for 
clerical/secretarial ;?bs compared with other 
manual lobs 



BEST COPY AVAILABLE 




Advice, and Consultancy 



'-Ye can help imorove the readability ievel of 
written material you produce for the general 
public or tor y Mir "wn staff We'll Set you know ttv* 
p -inability K.-vc*l :■! vur current material vnvi a 
v.in* -iy t r'.Mdabilitv tests In additrn well 
■iKnesi h^w yMi miuht make :t '-sister !■• 
und^r^tand .in 1 "V it »ny t'^draits v-'-u s-nd 

rheres iv j chaMi* i< >i this st-rvice except the c;st 

! *;-itino in t; uch with us 



i. : discuss the most eflective approaches. We also 
.;t-nd you i bnei written report oi our 
recommendations at the end oi the visit. 

You may want a more in depth consultancy and 
idvice to consider 

• your current training programmes 

• the written material produced by the 
organisation 

• developing basic skills training. 



m vicii' .iii initKii 1 :»;"-jm isp'v I 
■ tiarue ua your oraanisation u you want to 
• n.;idor improvina tho basic r.hils oi staff This 
isu-iilv includes a visit by an ALBSU Held Officer 



v ;i i w-o " : r: i*--n h-.vmmend m 
experienced basic skills specialist to help you 
However you will need to find out the costs 
involved 
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Development Projects 



We fund Development Projects throughout 
England and Wales Any organisation wantina to 
develop basic skills work can apply for fundina. 
although you need to be able to provide about 25% 
of the costs involved yourself On average we give 
about £15.000 usually for one year 

Wp also uivp small 'irants of up tc C5.0CO to 
organisations wanting to develop Family Literacy 
programmes. Family Literacy works with parents 
and their children to try to break the 
inteqenerational effect of low literacy skills 



Staff Training 



You may decide that you would like some of your 
existing training staff to get expertise in basic 
skills training We can help you find out about 
certificated training opportunities in your area as 
well as provide a small grant to cover the cost of 
trainina if you want to bring m a trainer to run a 
course Any course you run needs to be based on 
the ALBSU Standards for Basic Skills Teachers 
and be nationally accredited. The City & Guilds 
Initial Certificate (9282/3/4) is probably the most 
appropriate 



Material 



You might find the following ALBSU publications 
helpful 

• Basic Skills and Jobs. A Report on the Basic 
Skills Needed at Work 

(ALBSU. ISBN 1 870 74 1 60 9 - £6 00) 

• The Basic Skills Needed at Work: A Directory 
(ALBSU. ISBN 1 870 741 63 3 - £6 00) 

Both of these reports outline the results of a major 
piece of research into basic skills and 
employment The research covered 1.3 million of 
the 15 6 million manual, personal service, sales- 
related and clerical/secretarial jobs in England 
and Wales It is based on a survey of over 24.000 
separate employers. Basic Skills and lobs A 
Report on the BasicSkills Needed at WorArdivides 



responses into six main cateaor les cf employ ment 
- clerical and secretarial, personal service jobs, 
selhno jobs skilled or craft level manual jobs, 
plant, vehicie and machine operatives and other 
manual lobs The Risic Skills Needed at Work. A 
Directory is based on a subdivision of these six 
broad categories into 49 different job types. It can 
be used to identify the basic skills needed for 
specific t> pes of job 



Assessma Reading and Maths A Screening 
Test (ISBN I 870741 00 0 - £12.50) is a simple 
screening t^st which can be used with groups 
or individuals It takes about 20 minutes to 
administer and can be photocopied 
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HLI'L a--. »in":Uiipit-;M-i.:;t ■ i:.-inn»J ::ui»- 
•:. j! y;r:!-'-n ' :i:niuiii'-* i'i \i\ a- • ■ ».»v 
.:/i-is: iiki r i .'*i»- ! r >r- ! ■ 
v-u shruld watch !cr in mo d» s: m M »r.v 
: 5 !ui m -luuinn 

• White Space 

• Leading 

• Typeface 

• Type Size 

• Use of Upper and Lower rase 

• Illustrations/ Bleeding/Overprinting 

• Page layoutPage breaks 

• Paper Choice/Colour, 



Design 



Yjx many people, difficulties with reading are 
iien more to co with the look and layout ?f 
methinn written, than the complexity of the text 
.■sell L esiuri leatures usually cause fluent reauers 
problems (althouah we all have trouble with 
\ie desian el some material for instance dfiisv- 
print -:n the back of legal aareements) But for 
people with reading difficulties they present 
carriers to their understandina ot the text 

There are ways to make written information easier 
• read 



White Space 

': important that anyone readma somethinn can 
:.r.o their wav around a text easily Too much text 
n < \ paoe ran put people off Columns too close 

• 'jetner otten cause confusion (some people tern 

• read ovor closely set columns) People who 
:ind K-adma a problem need short, clearly 

'-pmatea chunks of text which they can work 
•nrouuh at their own pace This helps them to see 
V, w t.ir thoy have to (30 and reduces the chances 
: them oivmu up Paues that have no maraud 
.Mh; space between paragraphs are nr;ro difficult 



read 



Leading 

Pie spaem 1 1.« tw« ■»■!! \y imp nam m makmo 
r .-ria;nu ensiei Toe clcs<- una the hesitant reader 
tend r:. di-^p linos t ■ : a apart and it reader 
will not be '*!o,u wtv-thoi th»- lines relate to each 
':v. r it .ill ' 'bvuaislv i« ■ i'-pendson type 

hul wiih n*<rin«ii n'.pt ivpo j .'.pi ioadina is 
a: ut n<ihi 
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,bout whet tier 
- 5 isier to read 
■ • .vrri f-adiu-: 
< j:hs< ■ ■! "i 'l' in the 
• «n it they havo 
o mu 1st"; and tell the 
ni -neis of the 
ri\ • st- n<-ed to be 
b-it avoided) and 



Type Choice 

Tlurie aie •-nale:^ Uiseussi<.'in; 

.enied or ::an sonlod typos are 

. 1 ■■ 1 M«!,k ':. =■ t ■ ■ • 

: 1 t,Mns tmd it diUkwu t - r**c 
;:::■■■!■ in :yp'-;' Moi:' p»- ■ 

; 1 Turms wuh pwiuv \ ..1 1' 
s::>*r'-nc M b^tw^-n n!!<''r< 
aphabet Any tvpofact- \ u 

reasonably -ioar ( Cn>thir is 
lisnnct Pont use types whoro rn can easily be 
m:.;iaken ivi m oic C« muiv Srn-lbook. Plantin 
:r Helvetica are all worm consideration 

Type Size 

Donl think that because people might have 
jifficulties with readme m»-v 'ant see properly 
Often too a larqe a type size is used and this looks 
childish and puts people off Some computer 
printer types - dot matrix printers are particularly 
difficult - make somethina more of a problem to 
read for the best of us Thankfully the increasing 
•ise of bubble jet printers is roducinq this 
problem 

Upper and Lower Case 

You will have noticed as you drive around the 
country that major road sians use upper and lower 
case for cities and towns, whereas on minor roads 
the older signposts still show directions in upper 
case only Actually upper and lower case is easier 
10 read than upper case only The shape of the 
word is an aid to the reading of the name of the 
town, (e.a London Wolverhampton, or Luton and 
I oeds as opposed to I.UTON or LEEDS) 

The same is true for most written material. The 
overuse of upper case, to convey emphasis for 
example, is counter productive It s less likely that 
the text will be read, not more likely It's much 
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better to use bold type, cr boxma to show the 
importance :A a part ^ the text 

IUustratiortsOverpnntiro. 

It's helpful to use illustrations photouraphs etc to 
break up text Its even better if the illustrations 
relate directly to the sunoucdma text, so anyone 
readinq can use the illustration as a clue to the text 
itself The illustrations should wherever possible 
ivnif -it the ■ nu rara/:T.iphs - i sentences 
rather than in the middle ot tnem 

Sometimes illustrations are used as background, 
with print ninnma ever .^me areas of the 
illustration Hi's mares .iiivr.s'M n^ie dilticult tc 
read 

Page Layout Page Breaks 

In addition to the use ot whne space you need to 
take care with the layout of pages. Ideally 
headings and new sections should come at the top 
of pages, and sentences and paraaraphs should 
not run over columns or paqes. Lines between 
columns cm bo helpful ? numbering should 
be clear 

Paper Choice/Colour 

All written information should be produced on 
paper that is thick enough to ensure that there is 
not a hiuh dearee of shadowing from the text over 
the pane Often material is difficult to re^d 
because of shadowma ana letters and words 
become difficult to distinauish Obviously thicker 
paper is mere expensive rut it \r worth it it you 
want to get the messaae across 

Darker colour papers Generally provide more 
difficult backgrounds for reading Blue and purple 
are about the worst 



Readability 



If you want to make the material you produce 
easier to read, trv to pay attention to 

• Sentence length 

• Choice of words/Kepetition, 

Its also worth tryina to avoid lournulose 



Sentence Length 

The key to producing clear texts is in the way you 
write, rather than what you write about. Some 
subjects involve the use ot difficult language and 
concepts - they can nonetheless be clearly 
communicated Sentence length is an extremely 
important part of this. Sentences (like this one) 
which run for several lines, the subject changing 
within the sentence itself, with several clauses 
(and asides included in brackets), and which are 
probably several sentences shoved into one, are 
not easy for adults with reading problems. 

It is far better to write sentences with one or two 
clauses Dont overdo it ihouah A succession ci" 
sentences that are too short wiil read like 
children's stories. However it is worth trying to 
include one main point only in each sentence Use 
full stops rather than semi-colons 



Choice of words "Repetition 

Newspaper writers have a notion of style that 
requires them to use a certain kind of jargon. For 
instance, rather than repeat the word 'said', they 
will use stated', 'revealed', declared', claimed', 
etc. In most cases 'said' would do. For adults who 
find reading difficult, repetition can be very 
helpful, particularly with words that may be 
unfamiliar 

Choosing words that are easier to read is not 
always an option For example, there is no easy 
way to write 'electricity'. 'Power that comes out of 
the plug' is both patronising and inaccurate A 
person with reading problems may use different 
strategies to recognise this word - from the bill, by 
checking in the dictionary, by asking someone 
They may then recognise the word when it 
subsequently appears in something written Try 
therefore, to use the appropriate word, rather than 
tryina to paraphrase simply 

The passive voice is often more difficult for adults 
with reading problems to understand, eg the 
screw is placed in the securing hole' 'Put the 
screw in the securing hole' is easier Of course it 
may not always be possible to avoid the use of the 
passive voice but in General the active voice is 
easier to understand 
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Readability 
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The SMOG Readability Formula - Simplified |g| 
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Readability is an r-mpt r, match the readina 
level ot written ::.:!'-ridl 1 :■ the i<vidina 7:1th 
■inrl'TSt-inciiivi i* v- 1 *h*- r-*-ui*"*r 

This!- rnnilM-Ml r-- 01 : r ;litv unno :'f>;i!<-me< > 

and wna length wnver • -titer lectors alfect 
understanding c-l - .vr. v^u ire rearima that cannot 
he nie^ jed m »hu~ wav o 1 motivation size and 
type '. pnni . :V ut f;r« v :ious Imowledae of 
subject 'I .vi;!"i ■■* * 



Add 8 — 



Readability Level 



The lower the reusability level the easier some- 
'hmti is \r read and understand It s almost impos- 
sible to '.jet .1 piece ot wrttma below a certain 
level however, without it -eemma childish and 
losina all modnmo A readability level under 
about 10 will be able to be understood by most 
pe?pl- 5 
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ALBSU - THE BASIC SKILLS UNIT 



WE are the national agency for basic skills 
in England and Wales. We are a 
Company Limited by Guarantee and a 
Registered Charity and our Patron is Her Royal 
Highness. The Princess Royal Our Chairman is 
Peter r >avis. Chairman of one ofthe world's largest 
publishing and communications groups. Reed 
Elsevier. Although we are an independent organi- 
sation, we get a grant from the Government for 
developina basic skills work. 

We have 23 staff, led by the Director. Alan Wells 
OBE. and are based in Central London, although 
our eight Field Officers regularly travel through- 
out England and Wales We publish a tree News 



lettc : four times a year and regular Information 
Bulletins on Family Literacy and Work Related 
Basic Skills. 

If you would like more information about ALBSU 
and Basic Skills, please complete the tear off slip 
below or telephone our 24 hour Answerphone - 
071404 1614 

ALBSU - The Basic Skills Unit 

7th Floor, Commonwealth House 

1-19 New Oxford Street, London WC1A 1NU 

Tel: 071 405 4017 

Tel: 071 404 1692 (24 hour Answerphone) 
Fax: 071404 5038 

MHE 
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Further copies are available from* 

Adult Literacy and Basic Skills Unit 
7th Floor, Commonwealth House, 
1-19 New Oxford Street, London WC1A 1NU 
Tel: 071-405 4017. Fax:071-4045038 



